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Tips for Using SWABIZ 

• Only book business travel on SWABIZ 

• Each traveler must have a Rapid Rewards 

account 

• Travelers must use the same Rapid 

Rewards number for both personal and 

business travel 

• TravelStore does not have access to 

SWABIZ reservations 
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How to Set Up a Traveler Account 
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How To Set Up a Traveler Account 

*with a current Rapid Rewards number (1 of 3) 
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How To Set Up a Traveler Account 

*with a current Rapid Rewards number (2 of 3) 
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How To Set Up a Traveler Account 

*with a current Rapid Rewards number (3 of 3) 
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How To Set Up a Traveler Account 

*without a current Rapid Rewards number (1 of 7) 
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How To Set Up a Traveler Account 

*without a current Rapid Rewards number (2 of 7) 

9 



How To Set Up a Traveler Account 

*without a current Rapid Rewards number (3 of 7) 
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How To Set Up a Traveler Account 

*without a current Rapid Rewards number (4 of 7) 
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How To Set Up a Traveler Account 

*without a current Rapid Rewards number (5 of 7) 
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How To Set Up a Traveler Account 

*without a current Rapid Rewards number (6 of 7) 
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How To Set Up a Traveler Account 

*without a current Rapid Rewards number (7 of 7) 

Rapid Rewards Enrollment Complete 

 

Your account number is: 00000123456789 
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How to Book a SWABIZ 

Reservation 
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How To Book a SWABIZ Reservation (1 of 6) 

16 



How To Book a SWABIZ Reservation (2 of 6) 
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How To Book a SWABIZ Reservation (3 of 6)  
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How To Book a SWABIZ Reservation (4 of 6) 
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How To Book a SWABIZ Reservation (5 of 6) 
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How To Book a SWABIZ Reservation (6 of 6) 
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How to Set Up a Travel Manager 
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How To Set Up a Travel Manager (1 of 5) 

23 Only Full Access Travel Managers can set up additional Travel Managers  



How To Set Up a Travel Manager (2 of 5) 
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How To Set Up a Travel Manager (3 of 5) 
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How To Set Up a Travel Manager (4 of 5) 
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How To Set Up a Travel Manager (5 of 5) 
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Frequently Asked Questions 
(FAQs) 
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FAQs (1 of 3) 

How do I assign travelers to the Ghost Card? 

 Go to www.swabiz.com 

 Sign in using “Travel Manager Login” 

 Choose “Ghost Card Management” (top of column, left of screen) 

 To allow travelers to use the ghost card, choose “Assign” 

 Click “Generate Report” to receive a list of names; these are the 

people who have set up traveler accounts within your Company ID 

 Choose whether they are allowed/required/or not allowed to use the 

ghost card 

 Anyone with a traveler account who has been allowed/required to 

use the ghost card will now have a drop down menu for payment 

when they book  
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Helpful Information (2 of 2) 

STATEWIDE TRAVEL PROGRAM (STP) CONTACTS 

 

Lori Wasson:  916.376.3992; lori.wasson@dgs.ca.gov   

 

Kelly May:  916.376.3991; kelly.may@dgs.ca.gov  

 

Georgia Kattenhorn: 916.376.3990; georgia.kattenhorn@dgs.ca.gov
       

Evan Speer:  916.376.3977; evan.speer@dgs.ca.gov 

 

 STP: contracts, travel coordinator information, travel bulletins, policy, etc.   

 www.dgs.ca.gov/travel  

 

 CALTRAVELSTORE: training, demos, helpful travel links, forms, log ins, etc.  

 www.caltravelstore.com  
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FAQs (2 of 3) 

How do I check in online to print my boarding pass? 

 Go to www.swabiz.com  

 Click on the “Travel Tools” tab, then “Check In Online” (right column) 

 Enter your confirmation number and first name and last name 

 Print your boarding pass 

Note: Check in is allowed 24 hours before departure, up to one hour prior 
to departure 

 

How do I change a reservation? 

 Go to www.swabiz.com 

 Click on “Travel Tools” tab, then “Change Reservation” (under “Manage 
Air”) 

 Enter the confirmation number and first name and last name 

 Click on “Continue” and change reservation as necessary (Remember - 
Southwest Airlines has no change fees!) 
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FAQs (3 of 3) 

How do I cancel a reservation? 

 Go to www.swabiz.com  

 Click on “Travel Tools” tab, then “Cancel Reservation” (under “Manage Air”) 

 Enter the confirmation number and first name and last name 

 Click on „Continue‟ to proceed to cancel reservation 

Note: If a non-refundable fare was purchased, unused travel funds may only be 
applied toward the purchase of future travel for the individual named on the ticket 

 

How do I apply unused funds or a Southwest LUV voucher to a new 
reservation?  

 Go through the steps to make a reservation 

 When you get to the section “Do You Want to Apply Travel Funds?”, select 
“Apply Travel Funds” 

 Enter the confirmation number(s) or LUV voucher number and corresponding 
information for the reservation  
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Helpful Information 
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Helpful Information (1 of 2) 

SWABIZ RESOURCES 

 
 SWABIZ Help Desk 

     888.479.2249  

 

 Reservations 

     800.435.9792 

 

 Group Reservations (10+ people) 

     800.433.5368 

 

 Rapid Rewards 

     214.932.0333 
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